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ppgPAKRn mgpfiima ( OUTGOING) * RRQUlRgj (IMCCiCBg J, 

Hone 


DA QA/QC: 
12/06/00. SY 


Payroll and Travel Branch: 

PREPARED HggQBSEB (OlgQOIKG) - Ba^UIR ED .. Ra^OHIS 

Bans 


Accounts Branch: 


PREPARED 

TH5POMK (Q’UTGOIfKl) 

Form 

Bo. 

IBM 

Title of Report 

Statement of Account - 144.1 

Reporting 

Frequency 

Quarterly 

Distribution 

#1 Copy - Accounts Receivable Polder 
$2 Copy - Individual (thru Division) 

#3 Copy - Extra 

IBM 

Statement of Account - 3,44*2 

Quarterly 

copy * Accounts Receivable Folder 
j/Q Copy - 0 & L Branch 
#3 Copy - 0 & I* Branch 

IBM 

Statement of Account - 144*3 

Quarterly 

#1 Copy - Accounts Receivable Folder 
#2 Copy -• Travel Section 
#3 Copy - Travel Section 

im 

114.1 Trial Balance, Advances 
to Agency Personnel (Staff 
Employees ) 

4th Friday 
of each south 

2 -Accounts Receivable Section 

1 - Chief, Accounts Branch 

2- Travel Section 

l-Respective Area Divisions or S^fices 


Remarks 


Printed fro® 144.1 detail cards, 
corresponds to detail listing 
for same period. See Attach. #1, 


Tat A. 


Printed fro® 144.2 detail cards, 
corresponds to detail listing 
for sasse period. See Attach. #1, 


Tat B. 


Printed from 144,3 detail cards, 
corresponds to detail listing 
for saws period. See Attach. #1, 


I 


Tat C. 


port received from IBM; listing 
controlled by due dotes: staffs 
ployees are listed alphabetically 
t, Hn home divisions. Copy on 
X« in Accounts Branch for reference 


j 
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Form 

Ho* 

IBM 


title of Report 


Reporting 

Freaireacy Distribution 


144,2 Trial Balance, Advances 4th Friday of 
to Agency Personnel (Agents, each month 

Contract Saployses, Consultants ) 


3-0 & L Breach 

2-Aocomta Receivable Section 
1 -Chief , Accounts Breach 


Bone Evaluation of Glass ’A" Stations Quarterly 


3-Ccas^troller 
1-Audit Office 
l~Accowits Branch 
1-Heglstry 


Confidential Funds Report Monthly 6 CoagOete Copies; 

3-Coa^troller 

1- Audit Office 

2 - Vital Documents 
1 -Accounts Branch 

All DDF Schedules -BP/P Main 

Budget fhwttneh 
Inspection & Review 


All FI Schedules -ADFI 


gone Allotment Ledgers for all active Monthly 

Fiscal Tears (Supported by detail 
expense and unliquidated obligation 
listings ) 


All TBS Scbeduiee-*SS 

All Training Schedules -Office of 
training 

All Consao Schedules -Off ice of 

Cojwomications 

All Fesrsjanel Schedules -Office of Personnel 

Orlginal-AccoiBits Branch File® 

1st cc -Distributed to the various 

responsible Budget Officers on an 
Office or Division level. 



Ui 1 
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SaBaatfei 


Report received from IBM; listing 
is controlled by due dates; Agents 
are listed slpbhbetically within 
hose divisions . Co ©y on file in 
Accounts Branch for reference purposes. 

Copy available is Controller' s f 
Office. 


(Top Secret) Utilized by PAS in 
consolidating Agency Report. Copy 
on file in CasptrcOlers Office, 


(Secret) Distribution of report 
to Budget Officers. This distribution 
is limited to the schedules that 
pertain to each Budget Officer. 

« 


/ 


Copy on file is PAS. 
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Account® Branch 

form 

Ho. 


Boise 

Bone 


Hone 

Sons 


- Continued. 
Title of Beport 


Detail Sspecditure Ustinia 
for *01 Active Fiscal tear# 

Cost Reports (two types) 


Deporting 


Every 6 
Month* 

Monthly 



Mstrltontlon 

2u4 ee-Thls copy i» used to distribute 
extra copies to the following 
Budget Offices; 

Office ©f fmining 
P & /P* 

Coewsrclsl Division 

10 Division 

3rd ce4*i«fcritottfcaa as fallows: 

All US? Accounts -OOP Budget 
fcn other than Ig^-Ckx^roller 


weaefes 

as portion of the ledger that 
s riot used in this distribution 


i 


4th ec-Progra® Analysis Staff (ccc^lete 

copies of all active Fiscal Years) 

e— n,-«+^vmtinn as Allotment Ledger above. Copy m file in PAS’ 


Orig inal -Finance Division Files 
1st ee -Audit Office 
2nd cc-PAS 
3rd cc-Budget Branch 
4th cc -PS Division Portion sent to 
FE Budget Officer- 
Como portion sent to Cobnd 
D ivision- 


chanass ®xilaM®lated,*. la addition 
^^^5S2^?^lRsporfc. detailed 
listings are to he prepared every 
six BPnths in order to provide a 
detail coat reference. 

4th cartoon copy diatribe a 
is made toy epeciir request and 
the reoeining portion of that copy 
not distritoutod is destroyed. Copy 
on file in PAS* / 


of Allotment Expenditures, At the end of 
resisting fro® Personal Services each 

trolls) 


Reconciliation of General ledger Monthly 

Accounts 135.3, 135-4, 135-5 and 

535- 


m distntouttion m made on the original, 
t cartoon copy, and 2nd cartoon eopr of 
s Alloiiiaent Ledger distribution, ®se 
sounts Branch file copy is aaintamed f or 
uuraoses and destroyed. 


Copy OH file in Accounts Branch, 
finance Division. 


Original -Fiscal Division C <W °» fiU> in PAS ’ 

1 copy -program Analysis Staff 
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Accounts Branch » Continued 


Approved For Release 2001 /0 6NX-RD 


25X1 C 


Form 


Reporting 


Remarks 

No. 

Title of Report 

Frequency 

Distribution 

lone 

Estimate of Necessary Obligations 
to he Established 

En^loyees 

Quarterly 

Applicable Budget Officers 

Copy Attached. Attach ^ 1} Tab D 

None 

Reconciliation of General 

Ledger Account 302.0, 'Gaunter 
Checks Payable” 

Monthly 

Original -Chief , Finance Division 

1 copy -Program Analysis Staff 

Copy on File in PAS. 

Hone 

Trial Balance of General Ledger 
Account 125, ’'Foreign Monies on 
Hand" 

Monthly 

Original -Program Analysis Staff 

Copy on file in PAS. 


form 

Bo. 


Born 


Title of Report 

Accounts payable Trial Balance 


required reports (imamm) 


Reporting 

Frequency 


Prepared By 


Monthly ISM 


Operations and Liaison Branch: 


PREPARED EjFO&PS (OUTGOING) 


Remarks 


Used in Accounts Branch as a Basis 
for verifying correctness of items, 
making adjustment and aging old 
outstanding items. Copy available 
in Accounts Branch for review. 


Form 

Bo. 

Title of Report 

^sporting 

Fre<|ueney 

Distribution 

Remarks 


/ . 

None 

Class ’B ' Station Evaluation 

Quarterly 

Comptroller 

Copy on file 

in 

Comptroller’s Office . 

None 

Trial Balance - Projects 

Monthly 

Area Division 

Copy on file 

in 

0 & L Branch. 

None 

Trial Balance - Projects Other 

Monthly 

Area Division 

Copy on file 

in 

0 & L Branch. 


25X1 A 
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Form 

Ho. 

Rone 

25X1 A 

Title of Report 

‘'Financial Condition of 
Proprietary Projecta p and 
‘PfoguMgs^l Condition of 
Kg«j9 projects' 

Reporting 

Frequency 

Quarterly 

Distribution 

Comptroller (3) 

Audi1x>r~in-Chief 

PAPS 

Budget Office 
Area Divisions 
Finance Division 


— ■ 

HBjtBHBB) meixyp^ (’pgsQprffey) 

Form 

So 

Title of Report 

Reporting 

Prepared by 

Sane 

25X1A 

Total Disbursed 

Projects 

Quarterly 

IBM 


FfggESRgB REPORTS (OlffiK«HS) 


Form 

Bo. 

Title of Report 

Reporting 

Distribution 

Hone 

Funds Requirements for 
Ensuing Month 

Monthly 

Comptroller (2) 

Hone 

Cash on land - 
Monetary Branch 

Monthly 

Accounts Branch (2) 


Remarks 


Proprietary Project Report includes 
Funding Mechanisms. 

(Top Secret) Copy on file in 
Comptroller* s Office* 


! 


jfrwaayks 


One copy mipplied to FAB* Shis i» 

& cuswlatlve statistical report 
used is the preparation of the 
qpsrterly report deali ng eith the 
financial condition of jests . 

25X1 A 


Remarks 


I 


This report contains statistical 
information relative to disburses*! 
during tbs peat month, estimates t*t 
e 3 £peoditwrea to he made during the 
forthcoming month, sad cash on hand 
and available for these expenditures. 
See Attach- ■$&# ®ah A* 

Btiis is & schedule of B.S. and twmim 
currency on hand in the Monetary Branch 
It is used by Accounts Branch for veri- 

oa 'tsand* 
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25X1 A 



Jfcnetary Branch -Continued 


Bank Accounts 


iiona Caah Balances at Field 

Stations 

1655 (lev) Statement of Account of 
Fuads Entrusted to Agent- 
Officer 


■ . ! 
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Reporting 

Frequency 

As changes 
occur 


Monthly 


CP^' W - 

Distribution 

Comptroller 

Chief, Finance Division 


Cos^troller (3) 


Rbothly, and with 
Treasury Sept, each 
request for advance. 


Remarks 

Shis is a listing of all bank 
accounts operated by the Finance 
Division. See Attach. J 2, ©it e. 

See Attach. #2, Tab D. 


fhis fora is prepare and executed 
in the Disbursing Office , is eigne* 
by the reporting Agent Cashier, si 
is forwarded to the treasury Dept, 

A reconciliation, certified by the 
Chief, Held Audit Branch, is attache 
to the monthly report. See Attach #£ 
©s b B. 


642 (ADT) Burglar Alarm Report 


Reporting 

Frequency 

Monthly 


Prepared by 


Remarks 


^ *”“* W 13 felt ®Bb E. and Tab A (InaoBtr®), *«da 


Routine advice of the ti««m of 
opening and closing the vault, sd 
Attach. #2, Tab A. (incoming). 
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